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HOMMAGE AUX SECRETARIES CANADIENNE 


(Tribute to Canadian Secretaries) 


“Mademoiselle: 


En reponse a la voltre du 2 fevrier 1959, il me fait 
plaisir de vous transmettre, sous ce pli, le cheque de la 
Ville de Montreal-Est, au montant de CENT DOLLARS 
($100.00), que les membres du Conseil de Ville, a leur 
seance generale ordinaire tenue lundi, le 2 febrier 1959, 
ont bien voulu souscrire en hommage aux secretaires 
canadienne, a [occasion de leur congres annuel, lequel 
se tiendra a Montreal, du 15 au 18 mai prochain. 


— 
Le Greffier: F. os. Seoqris 


Dear Madam: 


In reply to yours of February 2, 1959, it is a pleasure 
to send you enclosed, a cheque from the Town of Mon- 
treal East in the amount of $100.00, which the members 
of the City Council, at their regular general meeting 
held on Monday, February 2, 1959, have subscribed as a 
tribute to the Canadian Secretaries, on the occasion of 
their Annual Canadian Division Meeting, which is to be 


held in Montreal on May 15-18 next. 


The Registrar: F. 04, Soqnis 














No matter how you look at the new IBM Electric, you'll say: this is new! Dramatically new outside, with its low, sleek profile 
and cleanly sculptured lines, it’s excitingly new inside, too—with 28 engineering advances that bring you a new high in 
typing efficiency. It’s new in the alive, eager response of its individually adjustable keyboard. New in its 13” Quiet-Glide 
Carriage that ends the constant crash of carriage stops. New all around, inside and out—this is the finest typewriter made! 





this is the new IBM Electric 
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Fotpamatic Construction —“Heart” of the new LiNE-a- 
TIME Copyholder. Folds over typewriter when not in use. 


Fland. 


DIVISION OF SPERRY RAND CORPORATION 
Room 1602, 315 Fourth Ave., New York 10, New York 


Variable Height Adjustment — Raises or lowers LINE-A- 
TIME Copyholder to required individual eye level. 


Space-cELector Unit — Affords typists an infinite va- 
riety of space settings. I would like a free five day trial of the new FoLpAMATIC 


? * 
TrANSVUE Line Guide—Tinted, transparent, underscores Line-a-TIME Copyholder. 


line of copy to be typed and permits typists to see two 
or three lines ahead. Has both an elite and pica Perfect 
Positioning Scale... 
...And many other dramatic features that make the new 
Fo_pAMatic LINnE-A-TIME Copyholder the greatest secretarial 
aid since the invention of the typewriter. 


ee LE ee EK ee 
FIRM 

ADDRESS 

, . ss ee 
Available in six office and typewriter harmonizing colors: 


French Gray, Desert Sage, Honey Beige, Mist Green, Lime 
Light and White Sand. 


* Available only in cities with a Remington Rand office. ° 


Pa a a ig i i ane rinc eenpenh an es 


Ra cares ase ee <a ei ses em ec sin i se en a 








“A community is like a ship; every- 
body ought to be prepared to take the 
helm.” 

—Henrik Ibsen. 


These words might well be said of 
an organization such as ours, for 
with our constant growth and devel- 
opment, we need new hands “to be 
prepared to take the helm” at all 
levels of administration. 


Usually, our first exposure to the 
operations of our Association is at 
the chapter level. Here we secure the 
experience of working as a member of 
a group toward a common goal. And 
here, too, we become familiar with 
the working rules and policies which 
guide our Association and help it to 
run smoothly. 


Active participation in Association 
activities is one of the most reward- 
ing ways to enjoy our membership. 
So many times we uncover hidden or 
dormant talents and abilities within 
ourselves which might never have 
been used but for the pressure of an 
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Mrs. Winifred Hillyer 


Adding Colot to the Rainbow 


thtough “Paxticipation 








Mrs. Elizabeth Roper 


assignment we undertook. On other 
occasions some required research in 
preparing for a program leads us into 
a fascinating new avenue of knowl- 
edge which we might not otherwise 
have discovered. Even learning the 
rudimentary rules of meeting proce- 
dure can be interesting if a little re- 
search is done as to the whys and 
wherefors. And what a difference a 
little of this applied research makes 
in our meetings and programs. The 
various pieces all seem to fall effort- 
lessly into place, and these events, in 
addition to being stimulating and in- 
formative, as they are intended to 
be, also display the deft touch of pro- 
ficiency by which we wish NSA to be 
known. 

When we become an officer or a 
chairman, it follows that we should 
have some knowledge of what the 
position entails. Review of the rules 
and bylaws which pertain to that 
function is the first essential, of 
course. Then some indoctrination by 


Miss Carolynne J. Schutz 
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Miss Ethel Ambler 
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Mrs. Edna J. Pickard 


the retiring officer or chairman when 
she turns over the files is not only 
desirable, but necessary. The situa- 
tion is the same as that when we 
take over a new job at work. We 
learn the rules; we receive instruc- 
tion from our predecessor; and then 
we proceed with the job, often add- 
ing improvements and ideas of our 
own. 


Each assignment we accept should 
enrich our experience and increase 
our knowledge and enjoyment in 
some one of the many activities 
which NSA offers its members. 
There is added satisfaction, too, in 
knowing that our individual efforts 
are contributing to our Association’s 
growth. And, finally, the responsi- 
bilities we have learned to take as 
we have performed our NSA tasks 
give us confidence that when our 
turn comes we are adequately “pre- 
pared to take the helm.” 
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‘like wearing 
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MASTERS YOUR PAPERWORK 


*An Underwood Trademark 
A touch so light, so responsive...“it’s almost electric”...up to 58% less effort than 
any other standard. Only Underwood, for 64 years the world’s best known name 
in typewriters, could create the new Touch-Master Il.* Ask for a demonstration. 








W@ The CPS Service Committee was 
established under the direction of 
five secretaries on the Institute who 
represent the five districts of NSA. 
Division coordinators have been ap- 
pointed who are responsible directly 
to an Institute member. 

Before reviewing the activity of 
this committee, attention is directed 
to the first paragraph of the history 
of NSA as it appears in the Policy 
and Procedure Manual: 

Our progress in any venture is 
measured by our faith both in our 
cause and in ourselves. If we believe 
our purpose is fundamentally sound, 
and know that we have the inherent 
qualities to accomplish it, success is 
assured. 

Another paragraph from that his- 
tory reads: 

We have set ourselves on a path of 
improvement in every phase of sec- 
retarial work. The program for Cer- 
tified Professional Secretaries, which 
was proposed and adopted at the first 
Convention in 1946, has been devel- 
oped through the untiring efforts of 
our officers and the Institute for 
Certifying Secretaries. Through the 
establishment of this program, our 
association has made a valuable con- 
tribution to the secretarial profes- 
sion. 

The letter of October 6, 1958, 
signed by George A. Wagoner, Dean 
of the Institute, and Clare H. Jen- 
nings, President of NSA, addressed 
to all CPS’s and to members of NSA, 
reads in part: 

... The growth of the CPS pro- 
gram has not only increased many- 
fold the mechanics of administering 
the examination, but has raised 
many important supplementary 
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by Pauline Peters 


Chairman, CPS Service Committee 


problems. These problems are of 
such scope that it seemed advisable 
to the Institute members to set up a 
special committee, to be known as 
the CPS Service Committee, to co- 
ordinate activities involved in coping 
with and solving these problems.... 
The primary responsibility of the 
CPS Service Committee will be to 
enlist the aid of CPS’s and NSA 
units in some of the major problems 
that now face us... . The purpose of 
this new committee will be: (1) to 
promote the CPS program among 
secretaries and employers; and (2) 
to find volunteer CPS’s to handle 
assignments which will assist various 
committees of the Institute. 
Tentative projects include: the 
establishment of a counseling plan 
for those working toward CPS; the 
development of a CPS speakers’ 
bureau; assistance in installing and 
conducting in-service training pro- 
grams; preparation of review of 
books and articles; assistance in de- 
veloping study plans with schools 
and NSA unit education committees 
on study courses for CPS aspirants. 
While the Committee recognized 
it would take time to organize and 
coordinate activities of such variety 
and breadth of scope, we felt it 
vitally important to take prompt ac- 
tion to encourage greater numbers of 
secretaries to participate in the CPS 
program. Taking advantage of the 
opportunity offered by NSA regional 
and district conferences in the fall of 
1958, we presented the basic plan for 
counseling CPS aspirants; we fol- 
lowed this immediately with a de- 
tailed outline distributed through 
NSA units in an effort to develop as 
quickly as possible a counseling serv- 


Certified Professional Secretary 


ice to which every CPS could make 
a contribution and which could be 
made available to every secretary. 

CPS’s and NSA units swung into 
action with such spontaneity that 
creation of the counseling service be- 
came a “crash project.” The com- 
mittee had suggested that activities 
of the counselors need be limited 
only by their ingenuity, imagination, 
and enthusiasm; vigorous application 
of this suggestion is indeed apparent 
from current progress reports. 

Every CPS is automatically a 
member of the Service Committee. 
Some of the services they are per- 
forming for secretaries include: 

Assistance in evaluation of expe- 
rience and education to aid the sec- 
retary in devising a practical study 
plan as her individual improvement 
program. 

Circulation of lists of books and 
current magazine articles as sug- 
gested study material. 

Formation of discussion groups for 
additional study in specific areas. 

Consultation with instructors to 
plan content of educational courses. 

Here are a few interesting quota- 
tions from unit correspondence con- 
cerning Service Committee activities: 

One CPS candidate found she read 
too slowly to be able to complete any 
one section of the examination; she 
took a reading course which helped 
her pass the examination on her next 
try. The obvious conclusion is that 
it is important to be able to read 
quickly, to understand, and to retain 
what is read in order to be successful 
on the CPS examination. Equally 
important is the fact that the secre- 
tary’s increased reading skill en- 


(Continued on Page 15) 
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“ItS great to have our own copier!” 









































A Verifax Copier in your department 
ends those 10-minute walks 
for 1-minute copies! 


As a secretary, you don’t have to be told how much 
time you can save by using an office copier instead 
of retyping. 

But the greatest savings of all come when you have 
a Verifax Copier only “‘stepping distance” away from 
your desk. No. more 10-minute walks down the hall 
or annoying waits in line for your copies! You'll like 
the speed and convenience of being able to make 
copies of orders, letters, reports fast as needed! And 
so will your boss! 

Wonder if he realizes that the savings in your de- 
partment on “travel time” alone might pay for your 
$99.50 Bantam Copier in a month or two! 


Price shown is manufacturer’s suggested price 
and is subject to change without notice. 


[Yerifax Copying 


DOES MORE... COSTS LESS... MISSES NOTHING 








Verifax Bantam 


| Copiers °Q9Q* each 





Kodak Verifax Bantam Copier outperforms 
copiers costing up to 4 times as much 











A snap to operate. So compact you’ll find room for one 
anywhere. Makes 5 dry, easy-to-read copies in 1 minute for 
2¥%4¢ each. Makes copies on one or both sides of bond-type 
paper, card stock, printed office forms. Even makes an offset 
master in 1 minute, with low-cost adapter. Reproduces all 
types of writing, typing, duplicating with complete accuracy. 
Gives you copies that will last as 
long as typed records. 

Call your Verifax dealer for 
free demonstration. (See 
“Yellow Pages” under 
duplicating or photo- 
copying machines. ) 











eeoeeceeeeee MAIL COUPON TODAY *eeeeeeeeeee0 
EASTMAN KODAK COMPANY 
Business Photo Methods Division, 343 State St., Rochester 4, N.Y. 
Gentlemen: Please send free booklet on Verifax Copying 

233-5 


and names of nearby dealers. 


Name 





Position 





Company. 





Street 


City. 








State 











Complying with Article XII, Section 
6, of our Bylaws, Secretary Ethel 
Ambler herewith furnishes the follow- 
ing as the proposed business agenda 
for the Fourteenth Annual Convention 
of The National Secretaries Associa- 
tion (International), to be held at the 
Americana Hotel, Bal Harbour, Flor- 
ida, beginning July 22, 1959, with the 
official opening at 9:00 a.m., Thurs- 
day, July 23, 1959. 


Proposed Business Agenda 


Fourteenth Annual Convention 


The National Secretaries Association 
(International) 


July 22-25, 1959 


Hotel Americana, Bal Harbour. Florida 


Theme “EVERY MAN A DEBTOR TO HIS PROFESSION...” 


(This is taken from Francis Bacon’s ‘I hold every man a debtor to his 
profession; from the which as men of course do seek to receive countenance 
and profit, so ought they of duty to endeavor themselves by way of amends 


to be a help and ornament thereunto.”’) 


Monday, July 20, 1959 (Pre-Convention ) 
Preregistration: 1:00 p.m. to 5:00 p.m. 


Tuesday, July 21, 1959 (Pre-Convention ) 


Preregistration: 9:00 a.m. to 12:00 noon 
1:00 p.m. to 5:00 p.m. 
7:00 p.m. to 10:00 p.m. 


Wednesday, July 22, 1959 (Pre-Convention ) 


8:00 a.m.—Registration 
9:00 a.m.—Forums 
9:00 a.m. to 10:15 a.m.—General Semantics 
10:30 a.m. to 11:45 a.m.—Mental Health 
1:30 p.m. to 2:45 p.m.—Supervisory Work 
of the Secretary 
3:15 p.m. to 4:45 p.m.—Parliamentary 
Procedure 
6:30 p.m.—Chapter-at-Large Dinner—Meeting (to be at- 
tended by members of the Chapter-at-Large and 
the International Board of Directors) 


8:30 p.m.—Open House 
Thursday, July 23, 1959 


8:00 a.m.—Registration 
9:00 a.m.—Opening Session 
Opening Ceremonies 
Keynote Speaker— The Honorable Arthur 
Flemming, Secretary of Health, Education 
and Welfare, Washington, D.C. 
Presentation: President 
Board of Directors 
Executive Secretary 
Introductions 
Registration Report 
Rules of Convention 
Agenda 
Report of Dean of Institute for Certifying 
Secretaries 
Announcements 
Memorial Service 
Recess 
1:00 p.m.—Secretary-of-the-Year Luncheon 
6:00 p.m.—Certified Professional Secretaries (CPS) Dinner 
(Invitational ) 
(Free evening for general membership) 


Friday, July 24, 1959 
8:00 a.m.—Registration 


9:00 a.m.—Reconvene 
Invocation 
Registration Report 
“At Your Service” (Panel: International Board 
of Directors and Executive Secretary) 
Report of Nominations Committee 
Introduction of Candidates 
(Voting polls open 12:00 noon to 5:00 p.m. 
Friday) 
Report of Rules and Bylaws Committee 
Announcements 


12:00 noon—Recess 


1:45 p.m.—Reconvene 
Resume report of Rules and Bylaws Committee 
Report of Trustees of NSA Home Trust Fund 
Announcements 


4:45 p.m.—Recess 


Saturday, July 25, 1959 


8:00 a.m.—Registration 


9:00 a.m.—Recopvene 
Invocation 
Registration Report 
Report of Resolutions Committee 
Announcements 


12:00 noon—Recess 


1:45 p.m.—Reconvene 
Unfinished Business 
New Business 
Announcement of 1961 Convention Site 
Report of Tellers Committee 
Presentation of Awards 
.. Announcements 


4:00 p.m.—Recess 


7:30 p.m.—Installation Banquet 
Introductions 
Resume Presentation of Awards 
Installation of Officers 
Official Adjournment 
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Now—electronic dictation comes of age 
through McGraw-Edison’s inventive heritage! 


Take the mike... 


See how this new Edison VOICEWRITER dictating machine helps you 
break through your “time barrier” to new success! 


You'll take the mike . . . dictate . . . and suddenly you'll 
realize that any other dictating method is now old- < 
fashioned! FREE TRYOUT!—Just fill out and mail this coupon 
You'll see how this all-new Voicewriter saves man- - ——. na gg snag p nay Pengo 
hours by acting as a rapid, foolproof dispatcher of cor- No a rer 4 Se ee ae ee ae 
; : ; o obligation! 
respondence . . . a communicator of instructions ...a — 
conference reporter . . . a sounding board for sales Okay Edison, I’d like to take the mike of the all-new 
talks, ideas and speeches! Its features? All you would Edison Voicewriter. Please call me to arrange a 
expect to find in the finest dictating machine ever built demonstration. 
... and then some! 
Think we’ ve exaggerated? We offer you a friendly chal- 
lenge to mail the coupon—“‘take the mike”’ at your own Title 
desk, with your own work, for just a few minutes! Once 
you take the mike... your talk will be our best sales talk! Organization 


McGRAWE 

s © = v Address. 

Edison Voicewriter Quay 

A product of Thomas A. Edison Industries, McGraw-Edison Company, ED) | \ ( \ 1 - ee 
West Orange, N.J. In Canada: 32 Front Street W., Toronto, Ont. 


Name 
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WHY 5 A SECRETARY? 


Wi Why is a secretary? Simply be- 
cause the boss believes he can do 
more and better work and advance 
more quickly with a secretary’s help 
than without it. That is the premise 
on which I have based my remarks. 
I am sure the secretaries will be able 
to read into this talk the qualities 
which are required of them in order 
for their performance to be of the 
best. 

We might start off by examining 
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secretarial qualifications. To some, 
they boil down to this: she should 
have a college degree, 10 years of 
experience, and be between the ages 
of 18 and 25. Sometimes it is not 
possible to find persons who meet 
these qualifications. So, perhaps it is 
well to be more realistic and con- 
sider that possibly the most impor- 
tant secretarial qualifications are loy- 
alty, integrity, intelligence, and the 
willingness to accept responsibility, 


by Clare H. Jennings, CPS 


¥ 


Clare H. Jennings, CPS, President of 
The Notional Secretaries Association 
(International) and Sumner G. Whittier, 
Administrator of Veterans Affairs, dis- 
cuss ‘Operation Secretary,'' a manage- 
ment study originated by Mr. Whittier 
to learn what can be done to make the 
work of the VA's secretaries more ef- 
ficient, more rewarding and more in 
keeping with their skills and abilities. 


They are shown here at the VA's 
Central Offices in Washington where 
Miss Jennings at Mr. Whiftier's invita- 
tion gave a talk to his top staff and 
their secretaries about improving the 
status of the secretary. 





assuming, of course, the possession 
of the basic tool skills. 

Let’s talk, then, about a person 
who possesses at least some of the 
former qualities and all of the latter 
qualities and really wants to put 
them to work for her boss. How can 
she best do this? She can’t do it at 
all unless her boss will let her. Fine 
secretarial capacities or potentiali- 
ties are frequently stifled by the boss 

(Continued on Page 12) 
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(Furnished by International Education Committee) 


Accounting 


1. Your company’s Accounts Re- 


ceivable amount to $15,000, but 
uncollectible accounts total 
$1,500. Identify the account to 
be charged in writing off this 
loss: 


(a) Reserve for Bad Debts 
(b) Bad Debts 

(c) Sales 

(d) Sales Allowances 


. The Reserve for Bad Debts Ac- 
count would normally appear in 
the Balance Sheet as 


(a) a current asset. 

(b) a deduction from Accounts 
Receivable. 

(c) an investment. 


(d) a deduction from Total 
Current Assets. 


. An accountant is instructed to 
exercise care in allocating in- 
come to the period in which 
earned and expenses to the 
period in which incurred. Which 
of the following methods of ac- 
counting should he use? 


(a) Double-entry system 
(b) Accrual basis 

(c) Cost basis 

(d) Cash basis 


. The purchase of treasury stock 
by a corporation causes 


(a) an increase in assets. 

(b) a reduction in unissued 
stock. 

(c) an increase in investments. 

(d) a reduction in net worth. 
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5. Certain basic requirements are 


necessary when dealing with 
treasury stock. Which of the 
following are required? 


(a) It must have been issued. 

(b) It must be the corporation’s 
own stock which has been 
reacquired. 

(c) It must not have been can- 
celed. 


(d) All of the foregoing. 


. Your company has established 


a Petty Cash Fund, and it is 
necessary to replenish it. You 
would 


(a) debit the various expense 


accounts and credit Cash 
Account. 

(b) debit Petty Cash and credit 
Cash Account. 

(c) debit Imprest Fund and 
credit Cash Account. 


(d) do none of these. 


. In analyzing a Balance Sheet, 


valuable information may be 
obtained by computing the ratio 
betwen quick current assets and 
current liabilities. This is called 
the: 

(a) Current ratio 

(b) Operating ratio 

(c) Acid test ratio 

(d) Net worth to debt ratio 


ANSWERS ON PAGE 24 





What has she GOT 
that / haven t got? 







“Fran” was so a 
popular at the lake last 
summer, And one day 

I found out why— 









Her typing was cleaner 
when she bought an 
ERASERSTIK— Only 
then could she ‘erase 
without a trace’. Next 
came a raise—A new 
mo 
summer wardrobe— | 
and even more i2 
mh 
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important —a new 
self confidence! 


CALL SERVICE 
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i Inc. 
A.W FABER-CASTELL Pencil Co-, nc 


Newark 3, N. J. 


Which point do you prefer? : i 
Sharp, Medium or ; e 
Average, Thin or Blunt. — it 
ERASERSTIK gives you | We 
your choice. Point with a | ¥ 


mechanical or hand pencil 
sharpener. 








WHY IS A SECRETARY? 
(Continued from Page 10) 


who engages a secretary and promptly 
turns her into a stenographer. This 
is probably the greatest reason for 
secretarial discontent and turn-over. 
Therefore, it is essential to be sure 
we do not engage a secretary when 
actually only a stenographer is re- 
quired or desired. 


But we have analyzed our require- 
ments, and a true secretary is needed. 
Then, whether the position demands 
a top-level secretary, or one with a 
lesser degree of experience and train- 
ing, we will find that we have work- 
ing with us a person who is very 
much a human being and who wants 
to be treated as such rather than as 
another piece of useful equipment in 
the office. In fact, at whatever level 
she is performing, a true secretary 
would be difficult, if not impossible, 
to replace with a machine, because a 
machine is incapable of being the 
alter ego, which position the ideal 
secretary is said to fill. The super- 
machine is just another piece of 
equipment —a_ labor-saving, time- 
saving, money-saving device, which 
is completely ineffective and inopera- 
tive without the human element to 
guide it. The ideal secretary, on the 
other hand, is a self-starting and self- 
operating identity. 

Just what is a secretary? A good 
simple definition might be: a clerical- 
stenographic-administrative assistant. 
The first two adjectives denote the 
basic levels of office employment; the 
third might be considered the dis- 
tinguishing characteristic of secre- 
tarial capacity. The true secretary is 
highly qualified to perform clerical 
and stenographic assignments, but 
her qualifications don’t stop there. It 
is through her ability to function ad- 
ministratively that she establishes 
her standing in the office. She is 
capable of thinking, and she is 
capable of assuming responsibility, 
to one degree or another, depending 
upon the demands of her job. Not 
every employer needs a_ top-level 
secretary, but every employer does 
need a secretary who is competent at 
her level and who is reaching for a 
higher level. The very quality of 
striving for improvement is essential 
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in the make-up of a secretary, be- 
cause it is through growing on her 
job that she increases her value. 

To assist administratively, she de- 
velops a complete understanding of 
her work (she must be interested in 
it, of course), and demonstrates her 
loyalty, her dependability, her re- 
sourcefulness, her cooperation, her 
diligence, and her sincere desire to 
be helpful. She learns to anticipate 
her employer’s wishes—even to be a 
little clairvoyant at times. She uses 
initiative, which she tempers with 
discretion and common sense. As she 
enlarges these qualities in herself 
and earns the confidence for which 
she is striving, she finds the scope of 
her job enlarging—with the blessing 
and guidance of her employer. Her 
employer is pleased to find her grow- 
ing right along with him, working 
always to assist and serve, never 
using her knowledge to undermine 
or climb. 

This is all very high sounding; in 
fact, this secretary we’re describing 
sounds like a person who might be 
far too good to be true. But she can 
be true, and is true when the em- 
ployer makes it possible for her to 
function in this way. 

From time to time lists of secre- 
tarial “gripes” have been compiled. 
One may wonder why anyone should 
bother, but when one considers that 
a secretary is usually her boss’s 
closest office associate and the one 
upon whom a great deal of his suc- 
cess depends, there is good reason 
for paying heed to these gripes. If 
one does not recognize that a secre- 
tary can increase her boss’s success, 
by freeing him of countless small and 
routine tasks, and sometimes not so 
small or routine tasks, then one does 
wonder why bother. But, we'll as- 
sume we are in agreement that the 
secretary is truly important to what 
bosses are able to accomplish, and 
we'll consider these gripes to see if 
we possibly know of any secretary 
who is being kept from being as com- 
plete a help as she is capable of be- 
ing. We won’t consider the super- 
ficial complaints; as a secretary and 
as one who also sees the other side 
of the coin, as I do a good deal of 
supervision, too, I consider those un- 


worthy. 


Heading the list of the important 
complaints is lack of information: 
information about the job at hand, 
and information about the over-all 
picture. When the employer fails, or 
is afraid to let his secretary know the 
ins-and-outs of the project on which 
they are working, he makes it im- 
possible for her to make her proper 
contribution. She cannot assist him 
by relating one phase of the job to 
another, by checking for possible 
errors, by digging out information, 
by checking her own work. 

In this same category one might 
place lack of information about the 
boss’s whereabouts. The secretary 
who has worked with her boss for a 
while knows when he is slipping out 
for a breather, but I would risk say- 
ing none has worked for her boss 
long enough to know, without being 
told, when he is going to Mr. Brown’s 
office, at such-and-such department, 
for a conference on this or that new 
matter which came up within the 
last 30 seconds. Yet she is expected 
to know where he can be reached if 
something important comes up while 
he is away from his desk, and her 
sense of loyalty makes her want to 
be able to fulfill that obligation. It 
makes a great deal of difference, too, 
if he will be gone for an hour, or 
several hours, or just a few minutes; 
she can rarely guess that, even about 
scheduled appointments. 

Some bosses find it necessary to 
dictate frequently, others less fre- 
quently. All would find it most sat- 
isfactory and efficient if they would 
dictate clearly and distinctly. It is 
necessary to dictate only because the 
secretary doesn’t know what the boss 
wants to communicate; if he doesn’t 
communicate to her while he is dic- 
tating, the message cannot be com- 
municated to the person for whom it 
is intended. 

Still on the subject of dictation, if 
work is properly organized before the 
secretary is called in for dictation, 
much of the secretary’s time will be 
saved. That’s far more important to 
the boss than it is to the secretary, 
because she has no more hours in her 
day than he has in his, and if she can 
spend those hours in _ productive 
work, it is to his benefit. 


(Continued on Page 14) 
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TEN YEARS OF NSA in Philadelphia 


by Mrs. Grace Dill, Northeastern District Assistant Editor 


MW Tenth Anniversaries are being 
celebrated by many of our chapters 
this current year, but perhaps of par- 
ticular interest is a tenth milestone 
of inter-chapter cooperation reached 
and celebrated jointly by the Phila- 
delphia and Quaker City Chapters. 
Here is the history of six individual 
groups chartered in 1949 in the city 
which was the temporary capital of 
the United States in the 1790’s, as 
told by F. Neail Randall of Phila- 
delphia Chapter and co-chairman of 
the Anniversary Party. 

“In 1949 at the instigation of Dean 
Hamilton of the Peirce School of 
Business Administration, a registrar 
was sent into Philadelphia and with- 
in eight months six chapters were 
installed: Betsy Ross, Sweetbriar, 
Liberty Belle, Quaker Maids, Penn 
Treaty and Independence. 

“In the summer of that year, 
though still in their infancy, these 
chapters collaborated in planning a 
fall northeast regional meeting. 
While at the time it seemed like an 
almost impossible task, a successful 
meeting was held and it also served 
to bring the novices together as noth- 
ing else could have accomplished. 

“As all chapters know, there are 
‘growing pains,’ and by 1951 Betsy 
Ross, Sweetbriar and Penn Treaty 
were merged into the present Phila- 
delphia Chapter. Then in 1953 the 
other three chapters—Liberty Belle, 
Quaker Maids and Independence— 
formed the Quaker City Chapter. 


“Over the years the two groups 
while planning their own separate 


programs have also combined their 
efforts on a number of events includ- 
ing the annual workshop, social, civic 
and educational activities, recogni- 
tion of Secretaries Week and, on 
Saturday, March 7, celebrated the 
tenth anniversary of NSA activities 
in Philadelphia. 

“A luncheon, preceded by a cock- 
tail party, served as a reunion for 
former members and friends, and 
both chapters have received requests 
for reinstatements. Among the many 
present were representatives of chap- 
ters in York, Pittsburgh, Reading, 
Harrisburg, Easton and Camden, 
New Jersey, all with an equivalent 
ten or more years to their credit, as 
well as the four Pennsylvania Divi- 
sion officers. A prize for the person 
coming the farthest distance was 
awarded to Monica Echmann of 
Montreal, Canada, a former member 
of the Quaker Maids Chapter. 

“A highlight of the occasion was 
the cutting of the huge birthday cake 
by Mrs. Irma MacGregor and Miss 
Dorothy Hagdorn, presidents of the 
Quaker City and Philadelphia Chap- 
ters respectively. Charter members 
of the original chapters and all past 
presidents were recognized and the 
International Board sent greetings 
through their Secretary, Ethel 
Ambler, a member of Philadelphia 
Chapter.” 

And as a closing remark, Neail 
said: “All of us in Philadelphia had 
so much fun at the Anniversary 
Party.” 
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WHY IS A SECRETARY? 
(Continued from Page 12) 


One of the common complaints 
about dictation relates to the boss’s 
waiting until the end of the day to 
dictate work he has simply been 
avoiding all day. This happens, I 
know, but this is one of the com- 
plaints which I consider superficial, 
for the reason that I feel when a boss 
does this now and then there has 
quite likely been some good reason 
for his delaying the work. Even if 
that reason is pure and simple pro- 
crastination, it could be a good rea- 
son at the time. In other words, I 
feel the boss is entitled to his foibles, 
so long as they don’t constantly and 
consistently work a hardship on his 
secretary, thus cutting down on her 
efficiency and her ability to serve 
him well. 

Interruptions annoy the boss—and 
they annoy the secretary, too. Here 
is another reason for dictating clearly 
and distinctly, for providing full in- 
formation, and for writing clearly if 
the secretary has to work from notes 
or data compiled by her boss. Every 
time a secretary has to stop her work 
to ask for clarification or for more 
information, it breaks the continuity 
of her boss’s work as well as her own. 
Should he not be available to pro- 
vide that clarification or additional 
information when it is required, pro- 
duction on the whole job frequently 
must cease, and the secretary is just 
as disturbed about that as is her boss 
—especially if she has done her part 
in trying to be prepared and to ob- 
tain the information for which she 
could foresee a need. 

Courtesy is a big word in an office, 
just as it is any place else. It is 
fitting for the boss to extend to his 
secretary the courtesy he looks for 
and is entitled to from her. The sec- 
retary is a person and expects to be 
treated like one, which means she 
wants to be treated with considera- 
tion—not with pomp and circum- 
stance, just with consideration. She 
is neither a maid servant nor a piece 
of furniture. She is trying to be an 
assistant to her boss, a partner, to 
some degree or another, in all his 
efforts. Most secretaries don’t have 
a private office, but they build a little 
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domain out of the area immediately 
surrounding. their desks and chairs. 
They like to have other people re- 
spect that domain; they like to be 
able to feel that if they put some- 
thing in a certain place in or on their 
desks, it will remain there. They like 
to feel their supplies will not be 
“raided” except in cases of emer- 
gency; they like to feel their equip- 
ment is theirs to cherish, not some 
one else’s to use, and possibly abuse. 

Courtesy is also reflected in the 
way in which the boss corrects his 
secretary. The only perfect secretary 
is the one whose outline is drawn on 
paper, as is true with the perfect 
boss. Bosses sometimes make mis- 
takes; secretaries do, too. Neither 
does it intentionally. Repeated mis- 
takes, of course, just cannot be tol- 
erated. But the mistake that creeps 
in now and then despite the best 
efforts needn’t be treated as a calam- 
ity with which the whole world must 
commiserate. Calm and constructive 
criticism of mistakes, and commen- 
dation and appreciation for a job 
well done are courtesies which sec- 
retaries like to receive. 

Loyalty is such an essential trait 
of a secretary that one almost takes 
it for granted. Yet, upon reflection 
most people will agree that loyalty 
must be reciprocated to survive. The 
secretary looks for loyalty from her 
boss, and if the boss can’t give it, 
there is something wrong in the rela- 
tionship. If this is so, it’s time for 
a conference; a conference that will 
bring out into the open and correct 
any misunderstandings there might 
be, on the part of the boss or on the 
part of the secretary, as to the scope 
of the duties and responsibilities of 
the secretary, her shortcomings, and 
her failures. Not to go into these 
things is an injustice to the secretary 
and is short-sighted on the part of 
the boss. If they can be corrected, 
why waste time struggling along; if 
they can’t be corrected, the fact 
might as well be faced—this secre- 
tary just isn’t for this job! 

This leads me to one of the strong- 
est points I’d like to make. There 
are people working in offices who 
may be called secretaries but 
shouldn’t be. They have no more 
right to the title of secretary than an 


incompetent executive has to main- 
tain his position. There would be 
fewer of these incompetent so-called 
secretaries if the bosses refused to 
tolerate them. There would be no 
need for any boss to give quarter to 
these pseudo-secretaries if all would 
demand proper performance and re- 
ject those who fail to measure up. 
The failures would then be forced to 
improve their performance. It has 
been said that the secretary who has 
for a boss one who demands good 
performance is lucky; he renders an 
invaluable service to her, because he 
tolerates no half-measures, no falling 
into poor habits. 

The second of the strong points I 
would like to leave with you is that 
most secretaries literally crave the 
opportunity to use their intelligence 
and to exercise their responsibility 
and initiative. I have seen this crav- 
ing demonstrated by the eighteen- 
year-old beginner, as well as by the 
mature secretary. Usually when the 
craving was satisfied, the result was 
a most pleasantly surprised boss and 
a happy secretary. Of course, there 
are times when the results are not 
completely satisfactory, especially as 
the secretary is feeling her way along 
in the beginning. In such instances, 
I think of Mark Twain’s admonition: 
“Don’t, like the cat, try to get more 
out of an experience than there is in 
it. The cat, having sat upon a hot 
stove lid, will not sit upon a hot 
stove lid again. Nor upon a cold 
stove lid.” Perhaps the boss isn’t 
fully satisfied the first time, or the 
first few times, the secretary has 
attempted something out of the 
realm of the ordinary. Surely some 
part of what she has done has been 
helpful, and as her experience in- 
creases, her ability will, too. So, a 
steady expansion of her responsibility 
will prove practical and helpful to 
her boss, by releasing his time and 
energies to the activities which de- 
mand his special talents. At the 
same time, the secretary will acquire 
an even keener interest in her job. 


Given an opportunity, and the 
realization that it is expected, a 
boss’s secretary can learn enough 
about his work, his habits, and him 
that she really can become an extra 
right arm for him. 
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CPS PAGE 
(Continued from Page 6) 


hanced her effectiveness on the job 
and enriched her leisure hours. 
* * * 


Many chapters sponsor refresher 
courses in the subjects covered by 
the CPS examination. The basic 
idea is to review areas previously 
studied and to brush up on subjects 
in which the secretary has not had 
extensive or recent experience. Be- 
cause the examination is comprehen- 
sive in coverage, a “cram” course 
without the background of previous 
study or experience will not get the 
job done. By “job” we mean com- 
pleting the examination successfully 
and at the same time elevating the 
standards of secretarial performance. 

* * * 


Because our chapter is young and 
quite small, we will be unable to im- 
plement an extensive counseling pro- 
gram; but our efforts, combined with 
those of all other chapters through- 
out the world, should begin to make 
the CPS program more widely known 
and understood. 

We must be practical—and patient 
—and not expect to see large, imme- 
diate increase in the number of sec- 
retaries applying to take the annual 
examination. We believe it is not 
overly optimistic to anticipate a 
greater participation in  chapter- 
sponsored educational programs and 
in study courses offered to career 
secretaries by colleges and universi- 
ties, and ultimately an increasing 
number of CPS candidates each year. 

Some of the CPS’s who volun- 
teered their services in response to 
the October 6 letter are reviewing 
books listed in the Institute bibliog- 
raphy. It is their responsibility to 
determine whether the text ade- 
quately covers the subject and is 
completely up to date; to evaulate 
content for CPS review as compared 
to other available titles in the same 
area; to retain in the bibliography 
only those books which are designed 
for college level. Other CPS’s are 
compiling lists of articles which ap- 
peared in publications within the 
past five years and which are avail- 
able in local libraries. Announce- 
ment will be made when these book 
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reviews and lists of articles are ready 
for distribution. 

With the assistance of CPS’s 
throughout the country, we are bring- 
ing the roster of current addresses as 
nearly up to date as possible. De- 
spite our best detective efforts, a few 
CPS’s have eluded us entirely! Main- 
taining a list of correct addresses is a 
never-ending assignment. All CPS’s 
should notify the CPS Secretary at 
NSA Headquarters Office, Kansas 
City, of any change of name or 
address. 

The next item on the agenda for 
committee activity is a speakers’ 
bureau. Some volunteers have indi- 
cated willingness to put their public 
speaking experience to work in be- 
half of the CPS program. More vol- 
unteers are needed; the Institute 
wants an extensive list of qualified 
people on whom it can call to appear 
at conventions and meetings in va- 
rious sections of the country. There 
are frequent requests for CPS pre- 
sentations on programs and work- 
shops sponsored by professional, edu- 
cational, civic, and service organiza- 
tions. 

We are also seeking volunteers to 
prepare topics, speech outlines, and 
background information to be 
adapted by the speaker to suit a 
specific program as to approach, con- 
tent, and time. We would like to re- 
ceive copies of previous speeches 
about CPS. These speeches will not 
be repeated but will be used in build- 
ing outlines and reference materials. 

Those of us who are responsible 
for coordinating the activities of the 
CPS’s volunteering for duty with the 
Service Committee are gratified at 
the progress achieved in the few 
months of its existence. We believe 
we can expect the same generous 
response as we undertake the several 
other projects. Any CPS may vol- 
unteer for some service by writing 
directly to your chairman Mrs. 
Pauline Peters, 4128 Southwestern 
Boulevard, Dallas 25, Texas. 

We believe that, through the en- 
thusiastic efforts of this now 1466- 
member committee, we shall be suc- 
cessful in promoting the CPS pro- 
gram among an increasing number of 
secretaries and in earning from man- 
agement recognition of the profes- 
sional stature of secretaryship. 
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Candidates’ Qualifications 


Wi Candidate for International President 
Ethel Ambler, Philadelphia, Pennsylvania 


Education: 
Kensington High School for Girls, Philadelphia, Pa. 
Secretarial course at Strayers College, Philadelphia, Pa. 
- Evening courses in various subjects, such as French, English, 

Grammar, etc., at Philadelphia high schools 

Special course at Peirce School of Business, in preparation for 
CPS examination 

Passed part of CPS examination and plans to retake sections 
not passed at a future date 

Has attended all but one of the study courses and educational 
programs sponsored by Philadelphia Chapter 


Employment: 
Present—Secretary to Vice President and General Manager of 
Disston Division of H. L. Porter Company, Inc., Phila- 
delphia, Pa. 
Previous—Before Disston Company was acquired by H. K. 
Porter Company, Inc., worked as secretary to Executive 
Vice President, the President and the Chairman of the 
Board of Henry Disston & Sons, Inc. for over 24 years 


NSA Activities: 

Charter member, Penn Treaty Chapter, 1949 

Chairman, Ways & Means Committee, 1949-50 

Chapter Recording Secretary, 1950-51 

Following merger of Betsy Ross Chapter, Penn Treaty Chap- 
ter and Sweetbriar Chapter into Philadelphia Chapter, 
served as: 

Chapter Reporter, 1951-52 

Chapter President, 1952-53 and 1953-54 

Pennsylvania Division Secretary, 1954-55 

Chairman, Pennsylvania Division Home Committee, 1955-56 

Northeastern District Vice President, 1956-1957 and 1957-58 

International Secretary, 1958-59 

Has attended all Association Conventions, District/Regional 
Conferences and Division Meetings, since 1949, with but 
two exceptions 

Has also served as a member of various other chapter com- 
mittees, often in an advisory capacity 


Platform On Association Affairs: 

Will uphold all principles of The National Secretaries Asso- 
ciation (International), and continue to work for the best 
interests of the individual members, the chapters and the 
divisions which make up the Association 

Will encourage all members to take the CPS examination, and 
will support the work of the Institute for Certifying Sec- 
retaries in every way possible 

Will support and encourage the efforts of the trustees of the 
National Secretaries Association Home Trust Fund, so that 
the Retirement Home may soon become a reality—ready 
and available for NSA members eligible to enjoy it 

Will personally try to live to the letter of the NSA Code of 
Ethics 


Other Affiliations: 
Member of The Business and Professional Woman's Club of 
Philadelphia 
Member of the Senior Guidance Council of Philadelphia 


Mi Candidate for International President 
Mrs. Marie E. Bishop, Oakland, California 


Education: 

High school graduate (valedictorian) 

Graduate Armstrong Business College, Berkeley, California, 
with Executive Secretary certificate 

University of California Extension classes in public speaking, 
economics, human relations in business, office management, 
and business organization 

Passed all sections CPS examination in 1955 


Employment: 

Present—Executive Secretary to the president, Grove Valve 
and Regulator Company, western subsidiary of Walworth 
Company, New York City 

Previous—Six years with Henry J. Kaiser Company as legal 
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secretary and as administrative assistant to Manager, Pen- 
sion Investment Trusts; sixteen years prior experience as 
secretary, office manager, and corporate secretary in the 
fields of law, shipping, industrial relations, personnel 


NSA Activities: 
1946 Charter member Lake Merritt Chapter, Oakland 
1946-47 Chapter Vice President (Program Chairman) 
1947-48 Chairman, Rules & Bylaws Committee 
1948-49 Chapter Corresponding Secretary 
1949-50 Chapter Recording Secretary 
1950-51 Chapter Public Relations representative 
1951-52 Chapter 2nd Vice President (Bulletin Editor) 
1952-53 Chapter 1st Vice President (Program Chairman) 
(half term) Chapter President (half term) 
1953-55 Chapter President (2 terms) 
1955-57 Division President, California (2 terms) 
1957-58 Southwestern District Vice President, and 5th Vice 
President 
1958-59 Southwestern District Vice President, and 2nd Vice 
President. Served as member of chapter Ways & 
Means, Education, Publicity, and Membership Com- 
mittees 
Attended 7 Association Conventions (3 as delegate) 
Served on Association Panel at 1956 Convention on Division 
Administration 
Attended numerous division meetings in Southwestern Dis- 
trict; Southwestern Regional Conferences; California Pub- 
lic Relations meetings 


Other Affiliations: 
Member Berkeley Women’s City Club 
Member Delta Psi Omega (national dramatic society) 
Member California Professional Service Association 


Platform On Association Affairs: 

To promote and support policies and activities of the Asso- 
ciation which will increase its stature as a professional 
organization, and especially 

a. To encourage greater participation by our members in the 

activities of NSA at all levels—chapter, division, and in- 

ternational 

To stimulate the educational activities of all units so that 

the - and purposes of NSA may be more fully recog- 

nize 

. To increase the interest and participation of all secretaries 
in our CPS program, as well as its greater appreciation by 
management 

. To continue building our membership on a stable basis, 

both nationally and internationally 

To promote public relations policies which will continue 

— a favorable reputation and further recognition of 

. To support the continued development of NSA’s Retire- 
ment Home Project 


> 


a 


Qa. 


id 
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Mi Candidate for International President 
Mrs. Evelyn G. Day, Middletown, Ohio 


Education: 
Graduate, University of Cincinnati Evening College with 
Bachelor of Science in Commerce degree (honor graduate) 


Employment: 
Present—Executive Secretary, Chairman of the Board, Armco 
Steel Corporation, Middletown, Ohio 
Previous—Secretary to Treasurer, Armco Steel Corporation, 
Secretary to Controller, Armco Steel Corporation 


NSA Activities: 
Charter member, Middletown Chapter, 1949 
Chapter President, 1952, 1953 and 1954 
Chapter Education Chairman, 1950-52 
Candidate for Secretary-of-the-Year, 1952 
Ohio Division Vice President, 1953-54 
Ohio Division Vice President, 1954, 1955-56 
Chapter Boss Night Chairman, 1956 
Ohio Division Chairman, National Affairs Committee, 1956-57 
International Membership Committee Chairman, 1956-57 
Chapter Secretary-of-the-Year, 1957 
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Great Lakes District Vice President, 1957, 1958-59 

Delegate to Division, District & International Conventions 

CPS taken in 1957, passing all but one section first attempt 

Organized three Secretarial Institutes at Miami University, 
Oxford, Ohio 

In charge of Division Officers Workshop at International Con- 
vention in Detroit 


Other Affiliations: 








Elected member Delta Mu Delta, Honorary Fraternity, Uni- you can beat anyone in your 
Moniber Phi Kappe oon ee of Cincinasti ofies shan & comes tr Gane: See Satan 
Served as International President and International Treasurer the line and read the Stenographic Centering 
of Delta Chi Sigma; now a member of Advisory Board Scales to see where to start. Only takes seconds— 
Served as Chief Business Advisor of Middletown Junior and you’re 100% exact. 
Achievement Company for five years. Her company won i , g 
the New York Stock Exchange Annual Report award for For elite, pica or variable-spaced type. 
the best annual report Only $1.00, postpaid — Satisfaction Guaranteed 
Elected W f the Year in Armco Girls Association in 
se tae Ping ual padi STENOGRAPHIC CENTERING SCALES 
Treasurer of the Armco Girls Association DEPT. $1 1511 N. ALGONA DUBUQUE, IOWA 
Member, Middletown Business and Professional Women 
Member of the Board, Butler County Mental Hygiene Asso- 
ciation 
Secretary, Board of Directors, Middletown Junior Achieve- Please 
ment 
Platform On Association Affairs: 
To uphold the high standards of this Association so that its 
position as the most outstanding woman's organization is Send Headquarters your new 
maintained 
To work for professional competence and efficiency of the “ 
Association ° ° nl address if you move, to in- 


= encourage peitotion of the rose in NSA’ tye : 

essional educational program of CPS, the Home, and all ’ 

other accepted programs and projects by keeping them in- sure receiving TH E S ECRE- 
formned of the a ag and ~ + yong ‘ P r 

To continue to work for more effective use of our division 
and chapter structures and maintenance of a close working TARY without interruption. 
relationship, by offering suggestions to bring about this 
condition 

To study the Association’s organization from all levels to pro- 
vide the aa for expansion > the United States, its terri- 
tories, Canada and other lands 

To seek greater recognition by management based on our mc 3 re CRUISES TO 
program and the services rendered to them through con- 
tinuance of effective public relations 

In summary, to do all things necessary to promote and 
strengthen the purposes, interests, and ideals of NSA 
wherever and whenever possible 


Mi Candidate for Great Lakes District Vice President 
Ruth Gallinot, Chicago, Illinois 


Education: 

Graduate Wood River Community High School, Wood River, 
Illinois 

University of Kansas—Extension Division, Secretarial Science 

Business course sponsored by U. S. Treasury Department, - ‘ 
Washington, D. C. pli 51 LL fap chsh | Fes, 

Night student, Secretarial Accounting and Court Reporting, Ponte Le nae Serene es 7 # 
Jones Commercial and YMCA, Chicago 

Graduate of Dale Carnegie Leadership Training Course, and 
Dorothy Carnegie Course for Women 


Cont Sees Se Lowest Cruise Fares and All Outside Staterooms! 





























Course in ger foe oad Procedure sponsored by Chicago 
Association of Parliamentarians 
Night student, University of Chicago, Political Science CRUISE SHIP FLORIDA FROM MIAMI 
Aan LES siting 1991 Your Choice of 192 Staterooms, Deluxe Bedrooms 
Employment: and Suites —All Outside ! yt Boing 
Pron Cerca fo Me. He Kroll. President of Karol's | The low cruise fares include all meals (@) | “Stat xt 
Mille Inc. served in the air-conditioned dining room. 
Previous—Secretarial experience in government service, in- Plus entertainment, games and dancing $ 
dustrial, manufacturing, accounting and advertising fields nightly in the air-conditioned cocktail lounge. 
NSA Activities: Two nights at sea, two days and a night 
1946- Joined St. Louis, Missouri Chapter in Nassau. Sailings every Monday and | Round Trip $39 up 
1946-48 Charities and Drama Committees Friday 5 P.M. 
1947-48 Chairman, Charities Committee For Reservations call any Travel Agent or 
1948-49 Recording Secretary, St. Louis, Missouri Chapter P&O STEAMSHIP COMPANY « P.O. BOX 1349, Miami 8, Florida 
1949 Transferred to Lake Shore Chapter, Chicago, Illinois Pier No. 2 @ FRanklin 9-3836 For Brochure write Dept. 104 








1949-50 Education, Civic and Philanthropic Committees 
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1950-51 Chairman Education Committee, member Bulletin 


Committee 

1951-53 President Lake Shore Chapter 

1952 Chairman Hospitality Committee, Illinois Division 
meeting 

1952 Panel member, Region III meeting, NE District, 
Milwaukee, Wis. 

1953-54 Inter-Chapter representative, Lake Shore Chapter 

1953-54 Chairman, National Rules & Bylaws Committee 

1953-58 Workshop Committee, Lake Shore Chapter 

1953-59 Parliamentarian and Bylaws Committee, Lake Shore 
Chapter 

- 1954 Chairman, Region III meeting, NE District, Chicago, 

Ill. 


1954-55 Education Committee, Lake Shore Chapter 

1954-56 Scholarship Committee, Lake Shore Chapter 

1954-59 Choraliers, Lake Shore Chapter 

1955 Lake Shore Chapter candidate for Secretary-of-the- 


Year 

1956 Moderator, Leadership Workshop for Chapter Treas- 
urers, Great Lakes District Conference, Toledo, Ohio 

1956-57 Secretary-of-the-Year Committee, Lake Shore Chapter 

1956-59 Parliamentarian, Illinois Division 

1957 & 58 Conducted Parliamentary Procedure classes, sum- 
mer sessions, Lake Shore Chapter 

1957-58 Chairman, Chapter Contact Committee, Lake Shore 
Chapter 

1958 Program Coordinator, Illinois Division Meeting 

1958 Chairman, International Resolutions Committee 

1958 Moderator, Parliamentary Procedure Clinic, Great 
Lakes District Conference, Milwaukee, Wisconsin 

1958-59 Chairman, Illinois Division Rules & Bylaws Com- 

mittee 

1952-58 Attended all conventions, Regional and/or District 

Conferences and Division’ Meetings 


Other Affiliations: 
Member of Chicago Association of Parliamentarians 
Member and past Vice President, Dale Carnegie Alumni Asso- 
ciation, Chapter 5, Chicago 
Member of Pilgrim Lutheran Church 


Platform On Association Affairs: 

To conscientiously a and promote all aims, programs 
and projects of N: 

To support thy ° solidify and strengthen division ad- 
ministration 

To encourage membership participation in Association affairs 
at all levels, which includes keeping the membership in- 
formed 

To continue to elevate the standards of the secretarial pro- 
fession through every avenue, with emphasis on educa- 
tional activities 

To encourage qualified secretaries to join NSA 

To promote greater understanding between management and 
the secretarial profession 

To further the accomplishments of my predecessors, to the 
best of my ability, and to represent the chapters of the 
Great Lakes District in a manner for the common good of 
the Association 


Wi Candidate for Northeastern District Vice President 
Carolynne J. Schutz, Buffalo, New York 


Education: 
Graduate of Jamestown High School, Jamestown, New York 
Attended Duke University, Durham, North Carolina 
Completed course at Jamestown Community College, James- 
town, New York—Parliamentary Procedure 
Completed course for Professional Secretaries at Jamestown 
Community College 


Employment: 
Present—Secretary to President of Buffalo Junior Chamber of 
Commerce, Inc., and Secretary of the Corporation 
Previous—Secretary to the Executive Secretary of the James- 
town Consistory and Jamestown Shrine Club 


NSA Activities: 
1947 Joined the Buffalo Chapter, Buffalo, N. Y. 
Served as Chairman of Bulletin Committee 
Served as member of the Board of Directors 
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1949 Transferred to the Jamestown Chapter, Jamestown, 
N. Y 


1950-51 Membership Chairman, Jamestown Chapter 
1951-53 Corresponding Secretary, Jamestown Chapter 
1953-54 President, Jamestown Chapter 
1954-55 President, Jamestown Chapter 
1953-54 Served as New York State Division Bylaws Chair- 
man and Parliamentarian 
1954-55 Served as New York State Division Bylaws Chair- 
man and Parliamentarian 
1955-56 Served as New York State Division Treasurer 
1957 Transferred to Buffalo Chapter 
1958-59 Elected Northeastern District Vice President 
Attended Association Conventions in Chicago, Houston, Wash- 
ington, New York, Chattanooga, Detroit, St. Louis and 
Minneapolis 
Attended all New York State meetings and many District 
and Regional Meetings 


Platform On Association Affairs: 
To strive to make the name of NSA synonymous with pro- 
fessional competence and integrity . . . 

By seeking greater recognition and distinction for NSA 
through educational, cultural and social programs 
By increasing membership in established chapters and en- 
couraging the formation of new chapters while maintain- 
ing high standards for membership 
By fully coo — with other Board members for the 
betterment of NSA, CPS, and the Home Trust Fund 





Mi Candidate for Northwestern District Vice President 
Mrs. Winifred L. Hillyer, Denver, Colorado 


Education: 
Graduate of Willoughby Union High School, Willoughby, 
Ohio; Central Business College, Kansas City, Missouri. 
Achieved CPS rating, 1956 


Employment: 

Present-—Secretary to Colorado Division Engineer, U. S. 
Bureau of Public Roads—since June 15, 1958 

Previous—Secretary to three previous Colorado Division Engi- 
neers for approximately twelve years. Received Civil Service 
rating as a secretary in December, 1946. Employed as 
clerk-stenographer by the U. S. Bureau of Public Roads 
on June 1, 1942 


NSA Activities: 
Member since February, 1947 
Chairman, Public Works and Welfare Committee, one term 
Chairman, Employment Committee, one term 
Parliamentarian and Chairman of Bylaws Committee, two 
terms 
Chairman, National Secretaries Week Committee, 1953 
Chairman, Regional Conference Committee, 1954 
Chapter Vice President, 1953-1954 
Chapter President, 1954-1955 
Division Vice President, 1955-1956 
Division President, 1956-1957 
Northwestern District Reporter, 1957-1958 
Northwestern Vice President, 1958-1959 
Attended Association Conventions, 1954, 1955, 1956, 1958 


Other Affiliations: 
Member of Highland Christian Church 


Platform On Association Affairs: 

To support and promote all programs and projects of NSA by: 

1. Acquainting management with the professional aims of 
our Association 

2. Encouraging membership to create interest among qualified 
secretaries in the benefits of NSA 

3. Developing good public relations through all available 
means 

4. Endeavoring to create closer relationships among chapter, 
division and association 

5. Acquainting the membership with the objectives of NSA’s 
Home Project 

6. Urging chapters to provide educational programs to stim- 
ulate interest in the Association’s efforts to upgrade sec- 
retarial performance 
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Wi Candidate for Northeastern District Vice President 
Mrs. Elizabeth T. Roper, Augusta, Georgia 


Education: 


Cate of Tubman High School and Hurst Business Col- 
lege, Augusta, Ga 

Attended night courses at Junior College of Augusta, Univer- 
sity of Georgia—Augusta Center (securing college credits), 
and Augusta Vocational School 

Dale Carnegie Self Improvement course 

Completed several sections CPS examination 

Attended all chapter study courses 

Attended workshops and institutes at Atlanta and Savannah, 
Ga.; Columbia, S. C.; Knoxville, Tenn.; Gadsden, Ala.; 
and Meridian, Miss. 


Employment: 
Present—Secretary to G. W. Sims, District Plant Manager, 
District Chief Clerk of Plant Department, Southern Bell 
Tel. & Tel. Company, Augusta, Ga., since November, 1936 
Previous—Stenographer and credit investigator, Sears-Roebuck 
& Company, Augusta, Ga.—31 years; stenographer, J. W. 
Hendrix, CPA, Concord, N. C., 3 months 


NSA Activities: 
Chairman, Transportation Committee, Fairways Chapter, 
1952-53 j 
Chairman, Program Committee; Second Vice President, 
1953-54 

Chapter President, 1954-56. Organized Aiken Chapter while 
serving as president 

Vice President, Georgia Division, 1956-57 

President, Georgia Division, 1957-58 

Southeastern Vice President, 1958-59 

Placed third in Miss Southeastern District contest, Memphis, 
Tenn., 1954 

Secretary-of-the-Year, Fairways Chapter; chapter candidate 
for National Secretary-of-the-Year, Chattanooga, Tenn., 1955 

Member of Leadership Clinic, Southeastern District Confer- 
ence, Baltimore, Maryland, 1956 

Secretary-of-the-Year, Georgia Division; member of Panel, 
Georgia Division Annual Meeting; member of Division 
Clinic, Association Convention, St. Louis, Missouri, 1957 

Attended all Board and Chapter meetings except two, 1952-59 

Attended all Georgia Division Annual meetings and Board 
meetings. Served as delegate three years, 1954-58 

Attended Tennessee Annual meeting, Chattanooga, 1957 

Attended Carolinas and Florida Annual meetings, Greensboro, 
N. C., and Clearwater, Fla., 1958 

Attended Southeastern District Conferences at Memphis, 
Tenn., Fort Lauderdale, Fla., Baltimore, Md., Jackson, Miss. 
and Louisville, Ky., 1954-58 

Served as delegate three years 

Attended Association Conventions at Chattanooga, Tenn., De- 
troit, Mich., St. Louis, Mo., and Minneapolis, Minn., 
1955-58. Served as delegate two years; alternate two years 


Other Affiliations: 


Member of Civic Woman’s Club of Augusta, Ga.; served as 
Publicity Chairman, 1955-58; Recording Secretary, 1956-58; 
Second Vice President, 1958-59 


Platform On Association Affairs: 


To work constantly for all members of NSA through coopera- 
tion with the members and the International Board toward 
the fulfillment of all program and projects of the Asso- 
ciation 

To further the development of the potentialities of division 
organization so that it will be a more effective assistance 
to the chapters and the International Board 

To encourage members to participate in the CPS program 

To lend assistance and support in the development of the Re- 
tirement Home Project 

To support and promote international relationships 

To keep all members fully informed of Association matters. 
To create and stimulate interest in our Association and 
encourage all qualified secretaries to join our Association 

To further the recognition of the secretarial profession 
through a better understanding between management and 
our profession 

To keep in close contact with the membership and particularly 
the membership of the Southeastern District 
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Wi Candidate for Southwestern District Vice President 
Dorine George, Los Angeles, California 


Education: 

High school graduate 

Attended Santa Monica City College, 1 year 

Attended University of California at Los Angeles, 2 years 

Graduated Wright MacMahon Business School, Beverly Hills 

University of California Extension Classes in Business Law, 
Business Management, Psychology, Mathematics, Insurance, 
Economics 


Employment: 
Present—Secretary to President, Joe DeBona Company, Inc. 
and Corporate Secretary, Insurance Brokerage, 8 years 


NSA Activities: 

Joined Hollywood Chapter, April 1952 

Chairman, Ways and Means Committee, 1952-53 

Chapter Second Vice President (Program Chairman), 1953; 
also served as member of Chapter By-laws and Bulletin 
Committee 

Transferred Santa Monica Chapter, 1954 

Chairman, Secretaries Week, 1954 and 1955 

Chapter Bulletin Editor, 1956-57 

Member of Chapter Bylaws Committee 

Member of Division Meeting Committee, 1955 

Chairman, California Division Education Committee, 1954-55 

California Division Case Book Collector, 1954-55 

California Division Second Vice President (Public Relations 
Chairman) 1955-57 

California Division President, 1957-59 

Chairman Division Clinic, Association Convention, St. Louis, 
1957 

Transferred Airborne Chapter, 1958 

Attended all Inter-Chapter Council Meetings, Public Relations 
Meetings and California Division Meetings 

Attended 6 Regional Conferences 

Attended 3 Association Conventions 


Platform On Association Affairs: 


1. To maintain the high professional standards of the Asso- 
ciation at all times, particularly in obtaining new chapters 
and members 

2. To create closer working relationships between Associa- 
tion, Division and Chapter through the qualified Division 
officers 

3. To be guided at all times by the Association bylaws 
adopted by the membership, as well as keeping the mem- 
bers of the Southwestern District completely informed 

4. To promote the CPS program within the membership and 
the field of management and to work toward a definite 
continuing program for CPS holders 

5. To bring to the members of NSA further professional 
recognition and benefits through the Association’s pro- 
gram and to use this program to support all projects of 
the Association 


Other Affiliations: 
Presbyterian Church 


Mi Candidate for Southwestern District Vice President 
Margaret McCormick, St. Louis, Missouri 


Education: 
Graduate of Roasati-Kain High School 
St. Louis University, B.S. (expected June 1959) 


Employment: 
Present—Secretary to Dr. E. A. Doisy, Director of the Bio- 
chemistry Department of St. Louis University 
NSA Activities: 
1946 Member of St. Louis Chapter 
1951-53 President, St. Louis Chapter 
1953-54 Treasurer, Missouri Division 
1954-56 Vice President, Missouri Division 
1956-58 President, Missouri Division 
1954-55 SW District Representative, National Achievement 
Awards Committee (due to illness of appointed rep- 
resentative) 
1958 Chairman, Arkansas-Kansas-Missouri-Oklahoma Re- 
gional Conference, St. Louis, Missouri 


Page 21 








1958-59 Assistant Editor, SW District, THE SECRETARY 

Took CPS examination in 1956, passed Sections on Stenog- 
raphy and Human Relations. Currently studying to répeat 
examination 

Attended all Missouri Division meetings and Regional Con- 
ferences held in Little Rock, Arkansas; Kansas, City, Kan- 
sas; Tulsa, Oklahoma; St. Louis, Missouri 

Attended Association Conventions in Houston; Washington, 
D. C.; Seattle, New York City; Chattanooga; Detroit; 
St. Louis, and Minneapolis 


Platform On Association Affairs: 
- To keep all members fully informed of matters pertaining to 
them and the Association 
To strengthen the District by continuing to give divisions 
more responsibility 
To stimulate interest in chapter by uniting neighboring chap- 
ters in common endeavors 
To increase our efforts for the Home Project and CPS Project 
thereby making these projects an integral part of our 
thinking 
To see more recognition for our smaller chapters by helping 
them to help themselves 


Other Affiliations: 
Member of Group Action Council of Greater St. Louis 
Member of Volunteer Film Association 


Wi Candidate for International Secretary 


Ann R. Dufficy, Springfield, Massachusetts 


Education: 

Graduated Sacred Heart High School 

Attended Summer School for Office Workers, University of 
Chicago 

University Extension Courses, CPS Refresher in 1956, French 
and Public Speaking 

Presently attending Holyoke Junior College, CPS Refresher 
Course 


Employment: 
Present—Secretary to Attorney Henry E. Patnaude, 31 Elm 
Street, Springfield, Mass., 16 years 
Previous—Experience in insurance underwriting and claim 
work 


NSA Activities: 
Chapter offices held: 
1952-53 Recording Secretary 
1953-55 President 
1955-56 Acting President 
Committee Work: 
1952 Civic Chairman, Bylaw Revision Chairman 
1952-53 Ways and Means Committee; Program Committee; 
Bulletin Committee 
1955-56 Membership Committee; Civic Committee; Edu- 
cation Committee 
1956-57 Civic Committee; By-law Committee; Boss Night 
Committee; Registration Chairman for Workshop; 
Parliamentarian 
1958-59 Civic Committee; Scholarship Committee 
Workshops attended: 
1955 Boston, Springfield, Worcester 
1957 Worcester, Hartford, Springfield 
1958 Portland 
New chapter installations attended: 
Worcester, Holyoke, New Bedford, Plymouth, Norwalk, 
Quincy, Brockton 
Regional and District meetings attended: 
1952 Trenton, N. J. 
1953 Great Barrington 
1954 Providence 
1955 Syracuse 
1956 Bridgeport, Member of Panel, President's duties 
1957 Atlantic City, Moderator for Panel on Membership 
1958 Swampscott, Served as Coordinator 
New England Conference attended: 
1953 Providence 
1954 Waterbury, Member of Panel 
1955 Springfield, Served as Chairman 
New England Conference attended: 
1956 Boston 
1957 Hartford 
1958 Portland 
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Association Conventions attended: 
1954 New York City (Delegate) 
1955 Chattanooga (Delegate) 
1956 Detroit (Delegate) 
1957 St. Louis (Alternate) 
1958 Minneapolis 
Division: 
1953 Parliamentarian for Division Meeting 
1953-54 Member of State Board 
1956-57 Vice President and Bulletin Chairman 
1957-59 President 
Have spoken before several service clubs on NSA 
Completed three sections of CPS, planning retakes 


Other Affiliations: 
Active in church work; served as Regent of local circle and 
State Secretary in Daughters of Isabella; Member of Chapter 
at Large of National Association of Legal Secretaries 


Platform On Association Affairs: 

1. To continue to work for the upgrading of the secretarial 
profession 

2. To continue to support all prgorams and projects of our 
Association 

3. To continue working for better understanding between 
management and secretaries 

4. To continue working for greater recognition and distinc- 
tion for NSA through continued educational programs for 
secretaries and the CPS program 

5. Continue striving for better understanding between Chap- 
ters, Division and the International Board 

6. Work for the best interests of the entire membership of 
NSA 


Mi Candidate for Trustee of National Secretaries 
Association Home Trust Fund 


Marie Samson, Pittsburgh, Pennsylvania 


Education: 


1921-23 Scott High School, Toledo, Ohio 

1923-25 Central High School, Ypsilanti, Mich. 

1925-28 Michigan State College, Ypsilanti, Mich. 

1928-30 University of Michigan, Ann Arbor, Mich. 
Graduated Cum Laude, A.B. in Education 

1930-32 Chicago Academy of Fine Arts, Chicago, III. 
Certificate in Commercial Art 

1940 University of Wisconsin, Madison, Wis.— 
summer school 

1941 Business Training College, Pittsburgh, Pa. 
Special secretarial course, 3 summer months 


Employment: 

Present—Secretary to Mr. E. M. Hommel, President, The O. 
Hommel Co., Pittsburgh, Pa. (Since 1942) 

Previous—1941-42, Secretary to A. R. Klemmer, Director of 
a and Personnel General Offices, YMCA of Pitts- 
urgh 
1940-41, Art Supervisor, grade schools, Benton Harbor, 
Mich. 
1937-40, Art teacher, senior high school, Pontiac, Mich. 
1934-37, Art teacher, Jr.-Sr. high school, Mt. Clemens, 
Mich. 


NSA Activities: 
1950 Joined Pittsburgh Chapter, NSA, November 1950 
1950-51 Member of Publicity Committee 
1951-52 Director of Inter-Club Relations Committee 
Associate Editor of chapter monthly publication— 
Pitt Patter; won first place in national competition 
Member of Executives Night Committee 
Member of New Chapter Committee which organ- 
ized the Allegheny Valley Chapter, New Ken- 
sington, Pa. 
1952-53 Editor of Pitt Patter. Won second place in national 
competition 
Member of Executives Night Committee 
Member of New Chapter Committee which worked 
on organization of McKeesvort Chapter, McKees- 


port, Pa. 
Attended National Convention, Washington, D. C. 
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1953-54 Treasurer, Pittsburgh Chapter 
Member Executives Night Committee 
Member Christmas choral group 
Interviewed on radio during National Secretaries 
Week 
Attended National Convention, Seattle, Washington 
Chapter candidate for Secretary-of-the-Year 
Attended Pennsylvania Division Meetings, York, Pa. 
1954-55 President, Pittsburgh Chapter 
Member New Chapter Committee, completed organi- 
zation of McKeesport Chapter 
Interviewed on radio during National Secretaries 
Week 
Spoke at three high schools on secretarial profession 
Attended National Convention as alternate delegate, 
New York City 
Attended Region II Conference, Pittsburgh, Pa. 
Attended Pennsylvania Division Meeting as alternate 
delegate, Johnstown, Pa. 
Also member of Pennsylvania Division Auditing 
Committee 
1955-56 Member of Bylaws Committee 
Member Executives Night Committee 
Panel member of Secretarial Seminar for chapter 
members 
Attended National Convention as delegate, Chatta- 
nooga, Tenn. 
Attended Pennsylvania Division Meeting as delegtte, 
Lancaster, Pa. 
1956-57 Treasurer, Pennsylvania Division 
Attended Regional Conference, Bridgeport, Conn. 
Attended Pennsylvania Division Meeting, Wilkes- 
Barre, Pa. 
1957-58 Member CPS Committee 
Member special committee to investigate office space 
for Pittsburgh Chapter 
Attended Pennsylvania Division Meeting, Harris- 
burg, Pa. 
1958-59 Member of Membership Committee 
Participated each year of membership in one or more volunteer 
projects sponsored by the Public Work and Welfare Com- 
mittee. These included work at the Children’s Hospital 
snack bar, Community Chest, West Penn Hospital, Cerebral 
Palsy Telethon, and for the Pittsburgh Bicentennial Com- 
mittce, addressing envelopes for the March of Dimes and 
the Heart Fund, dressing dolls for the Toy Mission, and an 
annual Christmas Party for the special rehabilitation ward 
at Mayview Hospital 


Other Affiliations: 
University of Michigan Alumni Club of Pittsburgh 
Vice President, 1958-59 


Mi Candidate for Trustee of National Secretaries 
Association Home Trust Fund 


Lee Swift, Brooklyn, New York 


Education: 
Graduate, Woodbine (Iowa) High School 
One year, Tabor (Iowa) Junior College 
Various non-credit courses. University of Baltimore 


Employment: 
Present—Secretary to President of Agency Managers Limited 
Previous—1957, Secretary to President of Seaboard & Western 
Airlines, Inc. 
1955 and 1956, Secretary to President of Southland Frozen 
Foods, Inc. 
1940-56, Varied experience, mostly secretarial with periods 
as supervisor of steno pool, assistant purchasing agent and 
office manager, at Woodbine and Des Moines, lowa; Balti- 
more, Maryland, and New York, New York. 
NSA Activities: 
1948 Chapter member, Monumental Chapter, Baltimore, 
Maryland 
1948-49 Chairman, Nominatine Committee 
Co-editor, MARGIN RELEASE 
1949-50 Vice President, Monumental Chapter 
Alternate Delegate, Association Convention 
1950-51 President, Monumental Chapter 
Chairman, Association Nominations & Tellers Com- 
mittee 
Delegate, Association Convention 
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1952. Transferred membership to New York City Chapter 
1954-55 Member, Bylaws Committee 
Member, National Secretaries Week Committee 
1955-56 Exchange editor, THE MANHATTER 
1956-57 Exchange editor, THE MANHATTER 
Member, Membership Committee 
Member, Workshop Program Committee 
1957-58 Chairman, Education and Workshop Committees* 
Member, Arrangements Committee, New York State 
Division Meeting 
1958-59 Chairman, Education and Workshop Committees* 
(*an elective position entailing membership on chap- 
ter Executive Board) 
Attended four Association conventions, five district meetings, 
two division meetings, and one regional meeting 


W@ Candidate for Trustee of National Secretaries 
Association Home Trust Fund 


Josephine T. Viola, Philadelphia, Pa. 


Education: 
Graduate Germantown High School, Philadelphia, Pa. 
Dobbins School, Philadelphia, Pa.—Attended special classes 
in Advanced Secretarial Training 
Temple University, Philadelphia, Pa.—Took courses in: Office 
Management, Secretarial Accounting, Business Law, Eco- 
nomics and Human Relations 


Employment: 
Present—Executive Secretary to the President of The Steel- 
Heddle Manufacturing Company, Philadelphia, Pa. 
Previous—Executive Secretary, Hajoca Corporation of Phila- 
delphia, Pa., for 10 years 


NSA Activities: 

— member of Independence Chapter, Philadelphia, Pa., 
1949 

Served as Chairman of Ways & Means Committee from 
1949-50 

Served as Vice President from 1951-52 

Served as President from 1952-53 
(At this time Independence Chapter merged with Quaker 
City Chapter) 

Served as Chairman of Membership Committee from 1953-54 

Served as Chairman of Welfare, Scholarship, Workshop, Pro- 
gram and Education Committees, 1954-57 

Presently serving on Scrap Book Committee and extending 
help wherever and whenever needed 

Attended Division and District Meetings as well as Associa- 
tion Conventions 


een atcha REE ee —--~------+ 


NOTICE 


NSA 
ANNUAL DUES 


Payable June 1 
Delinquent Sept. 2 
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Number Six in a Series of Seven 


Nominations 
and Elections 


. 


@ Nominations for an office may be 
made in three ways: 


1. Nominations from the floor, 
2. Nominations by petition, or, 


3. Nominations by a nominating 
committee. 


Officers should always be chosen 
by ballot even if the constitution does 
not so state. Such voting makes for 
independence of choice as well as 
secrecy of choice. 


Generally, the “slate” should per- 
mit the voter to write in the name 
of a candidate if he does not approve 
of the selected nominees. This pre- 
vents a nominating committee from 
having complete control of candi- 
dates. 


Balloting should continue until a 
majority vote has been received by 
one candidate. No name should be 
removed from the list even though 
one or two should obviously be out 
of the running. Nominations do not 
need to be seconded. Nominations 
may be closed by a motion requiring 
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a two-thirds vote, or, if there are no 
further nominations, the chair may 
declare them closed. 


Some Do’s and Don'ts 
Chairman 


1. He should restate the motion 
clearly after it has been made and 
seconded, “It is moved and seconded 
that—” 


2. When a motion requires a sec- 
ond, he should be sure he receives a 
second; a motion with no second 
should be ignored. 


3. He should entertain only one 
main motion at one time. 


4. Whenever possible, he should 
have the member state his motion be- 
fore the latter launches into a long 
discussion of it. 


5. He should give the maker of the 
motion the first chance to discuss it. 


6. He should not permit anyone 
to speak twice on a motion until all 
have had a chance to speak once. 


7. When voting publicly, he should 
vote only when his vote will change 


the result. When voting secretly, he 
shall vote when the assembly votes. 


8. He should give up the chairman- 
ship only when his comments are 
vigorously for or against the motion; 
then he may ask the vice-president 
or any other member to serve until 
the motion is disposed of. Upon dis- 
posal of the motion, the temporary 
chairman asks the regular chairman 
to resume the chairmanship. 


Member 


1. Except in small (less than fif- 
teen) groups, he should be recog- 
nized by the chair before speaking. 


2. Whenever possible, he should 
try to state his ideas in the form of 
a motion. 


3. He should say, “I move” rather 
than “I make a motion.” 


4. May second a motion, make a 
nomination, call “question”, or call 
“division” (recount vote) without 
rising or being recognized by the 
chair. 


5. He should never be compelled 
to vote, or compelled to serve when 
he is nominated or appointed to an 
office. 


6. Because a member makes a mo- 
tion or seconds it, this action does 
not necessarily mean that he is in 
favor of the motion. It may mean 
he wishes only to get the motion on 
the floor to discuss it. 


answers 





to CPS Quickie Quiz 


on Page 11 
1. (a) 5. (d) 
2. (b) 6. (a) 
3. (b) 7. (¢) 
4. (d) 
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‘,..EVERY MAN A DEBTOR TO HIS PROFESSION...” 


Francis Bacon 


14th ANNUAL CONVENTION 
THE NATIONAL SECRETARIES ASSOCIATION (International) 


July 22-25, 1959 


Americana Hotel — BAL HARBOUR, FLORIDA 


he i aj he l i g ha LSE (See May Issue THE SECRETARY for detailed agenda) 


6:30 p.m. 


Convention Activities 
Chapter-at-Large dinner 


Wednesday, July 22 F 8:30 p.m 


Four special forums, arranged to be educationally stimulating: Cuan Sheuee, on the tomes 
9:00 a.m. to 10:15 a.m. 
Thursday, July 23 


General semantics . : i 
Opening business session 
Secretary of the Year luncheon 


10:30 a.m. to 11:45 a.m. Certified Professional Secretary dinner 
Mental health 
Friday, July 24 
I :30 pam. to 2:45 p.m. “At Your Service” (Panel of International officers) 
Supervisory work of the secretary Balloting for International officers 
2:45 p.m. to 3:00 p.m. Saturday, July 25 
Summary of the day --so far Presentation of awards 


Installation banquet 


3:15 p.m. to 4:45 p.m. 
Parliamentary procedure PLEASE TURN TO PAGE 26 FOR SPECIAL EVENTS 


Ce ee ss ee 


(tear out and send in) 


r° eg istration hi Q@UPRRE (erease tye on PRINT) 


Members other than delegates, alternates, and division representatives 
Send this registration form and remittances to the Executive Secretary 
The National Secretaries Association (Intl), 1103 Grand Avenue, Kansas City 6, Missouri 
as soon as possible, but no later than July 1 


(Cancellation of registration must be made by July 1 to obtain refund of fee.) 


NAME. ADDRESS. 











CHAPTER AFFILIATION. 


Please check if you are: CPS Division Officer (at time of convention) 
Attach check or money order for registration fee of $20.00, payable to The National Secretaries Asso- 
siation (Int'l). ($15.00 for any period after Thursday.) 


Please check if you pian to attend: 











MENTAL HEALTH FORUM 





FRIDAY EVENING HOME TRUST FUND EVENT. 





GENERAL SEMANTICS FORUM 


SUPERVISORY WORK FORUM (ATTACH CHECK OR MONEY ORDER FOR $7. 
PAYABLE TO THE NATIONAL SECRETARIES OeASSOCIATION (INT’L) 








PARLIAMENTARY LAW FORUM 
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Special Events 


Tuesday, July 21 
Boat trip to Fort Lauderdale; dinner in Fort Lauderdale. 
Total cost $7.50. 
Send reservation and check to: 
NSA Convention Tours 
P.O. Box 8904, Fort Lauderdale, Fla. 


Friday, July 24 
Buffet supper and swim party. Sponsored by NSA Home 
Trust Fund. Featuring “Best Dressed Working Woman” Con- 
test and fashion show. Total cost $7.00. 


Sunday, July 26 


Brunch : ; 
Make reservations upon arrival at convention site 


Wednesday through Saturday 


Outstanding exposition of products for 


BETTER LEARNING — such as books and visual aids, 


educational institutions 


BETTER LETTERS — such as carbon paper, duplicating 

uipment and supplies, filing supplies, mailing equipment, 

offset equipment and supplies, photocopying equipment, sta- 
tionery supplies, typewriters and accessories 


BETTER LIVING — such as beauty aids, fashions, foods, 
hobbies, sports, interior decorating, office "furniture, travel, 
vacations 


REGISTER NOW 


Membership Dues for 1959-1960 must be received at Headquarters (transmitted through your chapter treasurer) 
before your registration can be confirmed. 


Delegates and Your registration must be sent through your chapter, accompanied by certification on form provided 

Alternates to your chapter. Registration deadline June 15. (Cancellation must be made by July 1 to obtain 
refund of fee.) 

Division Your registration must be sent through your division, accompanied by certification on form provided 

Representatives to your 1958-59 division president. Registration deadline June 15. (Cancellation must be made 
by July 1 to obtain refund of fee.) 

Hotel Make direct with Americana Hotel, on forms provided to your chapter, at the time you send 

Reservations your registration to Headquarters. 


(Convention Registration Blank on Reverse Side) 
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The Seeretary’s Role _ 
in Company Promotion 


by International Education Committee 


@ As an assistant to management, 
the secretary is vitally concerned 
with the success of her company. 
There are many ways in which the 
secretary can promote her company 
and thereby help management to 
achieve its goals. 

First, there is the secretary’s in- 
fluence on customers and clients, 
both on the telephone and in per- 
sonal contacts. This has been the 
subject of many books. Now, let us 
think of the numerous opportunities 
the secretary has for promoting her 
company from within the organiza- 
tion. 

Every secretary is responsible to 
some extent for the climate in her 
office, particularly among those em- 
ployees with whom she has daily 
contact. She often occupies a key 
position in the line of communica- 
tion between top management, de- 
partment heads, and the staff. There- 
fore, it is of utmost importance that 
the secretary set an example of de- 
pendability, discretion, and integrity. 
She must be a good influence for 
cooperation in the office and she has 
numerous opportunities for tactful 
remarks which will inspire trust and 
confidence in management. 

Many companies use written com- 
munications such as letters from the 
president to reach the employees. 
These are effective and serve a good 
purpose, but they are forgotten in 
time. In contrast, consider how long 
we remember the impact of a per- 
sonal encounter, either pleasant or 
unpleasant. The unique position of 
the executive secretary makes it pos- 
sible for her to play a leading role 
in creating good office climate. 

Many secretaries function in 
supervisory capacities. In such cases, 
the influence is far-reaching. The 
effect upon the new employee is of 
especial importance. Here are some 
things the progressive and conscien- 
tious secretary can do to build 
morale and create a pleasant office 
climate: 

1. Always apply the Golden Rule. 
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2. Give recognition and credit 
when it is due. Nothing has 
such power to create interest 
and pride in work as recogni- 
tion justly given. 

3. See that subordinates under- 
stand the general operation and 
objectives of the company as a 
whole. If the company is large, 
perhaps with many branches, be 
sure subordinates understand 
the basic function of the imme- 
diate department or branch in 
relation to the whole. An in- 
formed employee is usually an 
interested one. 

4. Ask others for suggestions and 
ideas, thereby stimulating inter- 
est on the part of the other 
person and assuring that em- 
ployee of the importance of his 
contribution to the company 
and of his worth as an indi- 
vidual. 

5. Make a sincere attempt to 
understand each employee’s 
personal viewpoint, ambitions, 
and ideas. Strive to develop 
empathy. Have respect and con- 

_ sideration for the other per- 
son’s individual personality 
even though we may not agree 
with him. 

6. Be sure the new stenographer 
or clerical worker is aware of 
the part her contribution will 
play in the success of the com- 
pany. 

7. Give the new employee credit 
for basic intelligence and en- 
courage the expression of ideas. 

8. Create in the new employee an 
awareness of the importance of 
teamwork and a realization that 
she is a vital part of a team. 

9. Explain thoroughly the reasons 
for the standards of perform- 
ance set by the company. 


At this point, we may ask: “What 
can we do te promote our com- 
panies if we are not in supervisory 
positions?” We can help by being 
well informed on company objectives, 


knowledge of products or services, 
and by setting an example for high 
standards of work quality, as well 
as by being alert at all times for im- 
provements which will save time and 
money. 

The end result of development of 
keen “company-mindedness” among 
all employees will be increased earn- 
ings for the company. Here are just 
a few of the things the company can 
do with these increased earnings: 
(1) develop new products through 
research, (2) improve methods and 
equipment, (3) improve working con- 
ditions, (4) pay larger salaries and 
wages, and (5) maintain and in- 
crease fringe benefits. Regardless of 
the specific use for which the in- 
creased earnings are allocated, the 
employees benefit in the final analy- 
sis. 

Most large companies have made 
an increasing number of fringe bene- 
fits available to employees during the 
last few years. Some of these fringe 
benefits are group life insurance, 
group hospital plans, retirement 
plans, profit-sharing plans, and rec- 
reation facilities. Such fringe bene- 
fits are financed largely from com- 
pany earnings and can be continued 
only when a company operates 
profitably. It is interesting to note 
that one large company recently took 
as an example an employee in an 
average salary bracket and estimated 
the amount it would be necessary for 
this employee to pay, if purchased 
independently, for the benefits and 
protection received through fringe 
benefits for which nominal payroll 
deductions were made. It was found 
that an expenditure of approximately 
$100 a month would be required. 

Only through the success of the 
company by which we are employed 
can we ultimately achieve personal 
success. Are you proud of your com- 
pany and of your contribution to its 
progress? In conclusion, we may well 
repeat the adage: “He profits most 
who serves best.” 

e * e 
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(Above) Mrs. Blanche Henke, Mrs. Pat rlberg, Mrs. Lucille Dickens, Mrs. 
Rubye Richey, Mrs. Marian Wallace, and Mrs. Trudi Meine of Airborne Chapter, 
Inglewood, California, finalizing arrangements for their sixth annual Executives 
Night held recently. 


(Above) Members of Kaw Chapter, Topeka, Kansas, had an unusual program 
recently when the chapter members and interested guests were conducted through 
the Topeka police station. This being “first offense” for all, it was a most interesting 
and informative experience. Lt. Fred Freaker explained the administration of the 
department. All were released without bail. 


(Left) Three of the participants and the instructor of the Business English Study 
Group sponsored by the Education Committee of the Allegheny Valley Chapter, 
New Kensington, Pennsylvania, are, left to right, front row: Mrs. R. J. Gillespie, 
chapter president; Judy Fryncko, student. Rear: Phyllis Mentecky, Education Com- 
mittee Chairman; Mrs. Mildred Pennington, instructor. 
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(Below) E. L. Angell, vice president for the 
Texas A. and M. College Systems, welcomes 
the 127 secretaries attending “Horizons Un- 
limited,” seminar held by the Bryan-College 
Station Chapter (Texas). From left to right at 
the table are: Charles J. Ritchie, senior ac- 
count executive, Merrill, Lynch, Pierce, Fenner 
and Smith; Mrs. Maydell McDarment, assistant 
to the administrative assistant to Governor 
Price Daniel of Texas; Mrs. Margaret Grange, 
mistress of ceremonies. 











(Right) A current season highlight for Flower 
City Chapter, Rochester, New York, was its 
invitation to present a forum in conjunction 
with the NOMA Business Show in that city. 
Pictured here is Chapter President Ellen De- 
Buono officially cutting the ribbon opening 
the event, surrounded by local dignitaries. All 
women in business in the city were invited to 
attend. Members of the Flower City Chapter 
acted as hostesses during the week, welcom- 
ing and directing visitors and staffing an NSA 
booth of their own. 
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(Above) Three Southern California Chapters, Foothill, Pasadena and San Gabriel 
Valley, joined forces for Executives’ Night this year at the distinctive Annandale 
Golf Club. Secretaries from each chapter answered questionnaires about their 
bosses, and the ones with the highest ratings received awards: Foothill, R. 

Hadady (his secretary, Mary McDonald); Pasadena, Keith Marston (Marjory 
Corthell) ; and San Gabriel Valley, Eugene Silva (Frances Runyan). Shown in the 
picture are: Eugene Silva; Frances Runyan, president, San Gabriel Valley Chapter; 
Lucy Davis, President, Foothill Chapter; Mary McDonald; R. E. Hadady; Marjory 
Corthell; Keith Marston; Mary Palmer, president, Pasadena Chapter. 







(Left) Poised and serene before the television cameras, Mrs. Elizabeth Elsey, 
right, chapter member of Hawthorn Chapter, Springfield, Missouri, as “Secretary 
of the Week” is being interviewed by Mrs. Sherlue Walpole of KTTS-TV on their 
weekly “For Your Information” program. Mrs. Elsey, secretary for 17 years to 
James A. Jeffries, president of The Citizens Bank, was complimented with a letter 
written to Mrs. Walpole by her boss, telling the television audience of her highly 
efficient capabilities. Each week a member of Hawthorn Chapter is chosen as 
“Secretary of the Week” to appear on the FYI telecast. This continues until each 
member of the chapter makes one appearance. 
































YOUR SUPERSTITIONS —How They Began 


by Stewart Hoagland 


Interchemical Corporation 


@ Ever wish on a falling star? Or 
bulldoze bad luck with a knock on 
wood? Ever change course when a 
black cat crosses your path? 

If you do, you’re not the only one. 
Though no one admits to it, practi- 
cally everyone has at least one pet 
superstition. 

The idea of a lucky star dates from 
the Nativity—the Star of Bethlehem. 
And why are black cats ominous? 
Because our medieval ancestors were 
positive the Devil and his witches-in- 
waiting prowled the earth in the garb 
of black cats. 

Knocking on wood comes from the 
Druids of ancient England who be- 
lieved trees were inhabited by gods. 
When asking a favor, Druid priests 
would touch the bark of a tree. If 
the tree-god was in a good mood (a 
mood to grant the favor!) he’d re- 
turn the Druid’s knock. 

If some wooden things are lucky, 
why are wooden ladders so fearful? 
This superstition stems from early 
mystics who saw the triangle as a 
symbol of the Trinity, and hence, of 
eternity. Anyone who barges through 
the triangle under a ladder is there- 
fore tempting the fates—who may 
retaliate by pushing the paint bucket 
over! But the blunderer can save 
himself in one of three magic ways: 

1) By making a wish. 

2) By crossing his fingers. 

3) By making the sign of the fig 
(closing the fist and thrusting the 
thumb between forefinger and mid- 
dle finger). 

The higher significance of the fig 
has been lost in the mists of history, 
but two crossed fingers have long 
symbolized perfect unity. Any wish 
made at the junction of a cross— 
where two roads, two lines, or even 
two fingers met—this was a wish that 
was “caught” and would never slip 
away! 

The Bible is full of Friday calami- 
ties—the fall of Adam and Eve, the 
flood, the confusion at Babel, the 
death of Christ. And when you add 
to fateful Friday the fearful number 
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13 (there were 13 at the Last Supper 
of Jesus), the result is a combination 
that awes many a superstitious citi- 
zen. No less a personage than Win- 
ston Churchill refuses to travel on 
Friday the 13th. 

Backward regions have their own 
pet superstitions. If you belong to 
certain central African tribes, and if 
you’re a woman, you would never be 
allowed to eat liver. Why? Tribal 
lore says the liver is the seat of the 

















soul, says also that women obviously 
have no souls (and mustn’t be al- 
lowed to get any!). 

But you don’t have to go to back- 
ward regions to find people carrying 
rabbit’s feet. This comes from our 
cave man ancestors who were awed 
by the way a rabbit thumped his 
hind foot, as if signalling other cot- 
tontails, while romping around in 
the moonlight. (The moon goddess 
was universally worshipped and 
feared.) 

Another animal, the horse, was 
also sacred to many pagan people. 
And since everybody knew iron 
could route demons, it was natural 
that the horseshoe would bring good 
luck! 

Almost all of us have the habit 
of covering our mouth when we 
yawn. Surely not a superstition, we 
say, but just good manners. And yet 
it all began when our forebears were 
afraid that yawning would let an 
evil spirit enter their bodies. They 


were afraid, very literally, of “losing 
their breath.” 

Color superstitions are plentiful 
among primitive people. Some Afri- 
can tribes believe black is the color 
of rain—to produce rain a black ani- 
mal must be sacrificed. Peasants in 
parts of Russia put skeins of red 
wool around the arms and legs of 
fever victims. Many modern popular 
beliefs about color are not supersti- 
tions at all. Red and orange really 
do tend to excite emotions, blue and 
green to calm them. Color designers 
and_ psychologists, together with 
modern color laboratories such as 
those at Interchemical Corporation, 
have done much to remove the super- 
stition from our dealings with color 
both in business and the home, and 
to make the use of color a science. 

Speaking of business, did you 
know that the traditional and sober 
99-year lease has its roots in a super- 
stitious “numbers” game? The 100- 
year contract was never fashionable 
because even numbers were once 
considered unlucky. And one of the 
reasons the two-dollar bill came 
under a cloud: gamblers never liked 
a “deuce.” 

Far from being the musty old relic 
that many people think it is, super- 
stition is as lively, contemporary and 
quick-sprouting as a garden weed. 
New ones are sprouting up all the 
time. In the last 20 years, baby 
shoes have become the guarantee of 
automotive safety for many a driver. 
And from the lunch counters and 
hamburger joints throughout the 
country a baffling belief has arisen— 
bubbles clustered in the center of 
your coffee mean money on the way. 

An estimated 20 million of us tote 
lucky charms of one sort or another. 
President Eisenhower carries a five- 
guinea gold piece. Harry Truman 
can’t be separated from a miniature 
piano. Countless numbers of us wear 
“lucky” clothes at crucial times. 

So instead of burying that rabbit’s 
foot in your pocket, take it out and 
show it to your friends. They might 
turn out to be fellow fetishists! But 
be careful. A gust of ill-wind might 
blow your lucky charm under a lad- 
der or across a black cat’s path. All 
the four-leaf clovers in Ireland 
couldn’t help you then! 
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(Recommended by CPS Institute) 


BUSINESS ADMINISTRATION 


ECONOMIC REPORT TO THE PRESIDENT 
Government Printing Office, 60 cents. 


MANAGERIAL STATISTICS 


Hanson. 
Prentice-Hall, 1956. $5.50. 


INTRODUCTION TO MODERN BUSINESS 


Shepherd, Musselman, and Hughes. 
Prentice-Hall, 1955. $6.75. 


THEY ARE AMERICA 


U. S. Department of Labor. 
Government Printing Office, 60 cents. 


WOMEN AS WORKERS—A STATISTICAL 
GUIDE 


U. S. Department of Labor. 
Government Printing Office, 50 cents. 


SECRETARIAL SKILLS AND ENGLISH USAGE 


REFERENCE MANUAL FOR 
STENOGRAPHERS AND TYPISTS 


Gavin and Hutchinson. 
McGraw-Hill, 1956. $2.95. 
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There’s a 
LADY 
in the Ballpark 


by Mrs. Alicia Cogan 
Former NE District Reporter 


Wi Women have become increasingly 
interested in spectator sports. Where 
formerly the arenas, ballparks, and 
stadia served as refuge for the male 
of the species, now they are aglow 
with more than a scattering of in- 
terested females. 


Perhaps the power of television is 
to a degree responsible, or perhaps 
it is just the fact that women every- 
where are broadening their interests. 
Better to believe that the reason so 
many women are finding a lasting 
appeal in spectator sports is that 
they are able to find in the ballparks 
and stadia absolute values that are 
lacking in other forms of diversion. 


The shifting standards of truth, so 
evident in best-seller novels, motion 
pictures, and the theater, have no 
place in sports. In all sports there 
is law and order. There are rules to 
be obeyed, or else there is no game, 
no contest. The umpire or referee 
stands ready to see that the rules are 
carried out. One knows where one 
stands. Based on this firm founda- 
tion, the unpredictable outcome of a 
ball game, a fight, or a tennis match 
can be anticipated, cheered for, 
thrilled to, or wept over. There re- 
mains the knowledge that the sport 
itself has not collapsed, and that to- 
morrow there will be another contest, 
based on the rules of fair play. 


Women are realists. They will 
continue to enjoy sports and appre- 
ciate them as the most complete and 
most refreshing contrast to that other 
world in which they must live and 
work, where expediency is too often 
the rule of the day, and no one 
stands by to call the fouls. 


° e <€ 
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to 
remember 


Virginia Division 
Time: May 15, 16, 17 
Place: Charlottesville, Virginia 


Georgia Division 
Time: May 15, 16, 17 
Place: Atlanta, Georgia 


Alabama Division 
Time: May 15, 16, 17 
Place: Mobile, Alabama 


Michigan Division 
Time: May 15, 16, 17 
Place: Kalamazoo, Michigan 


Delaware-Maryland-District of 
Columbia Division 
Time: May 15, 16, 17 
Place: Southern Hotel, Baltimore, 
Maryland 


Tennessee Division 
Time: May 15, 16, 17 
Place: Mountain View Hotel, Gatlin- 
burg, Tennessee 


Canadian Division 
Time: May 15, 16, 17 
Place: Queen Elizabeth Hotel, 
Montreal, Quebec 


New Jersey Division 
Time: May 16 
Place: North Jersey Country Club, 
Wayne, New Jersey 


Iowa Division 
Time: May 16, 17 
Place: Hotel Jefferson, Iowa City, 
Iowa 


Texas-Louisiana Division 
Time: May 16, 17 
Place: Rice Hotel, Houston, Texas 
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Colorado-Wyoming Division 
Time: May 22, 23 
Place: Writer’s Manor, Denver, 
Colorado 


New England Conference 
Time: May 22, 23, 24 
Place: Sheraton-Biltmore Hotel, 
Providence, Rhode Island 


Carolina Division 
Time: May 22, 23, 24 
Place: Columbia, South Carolina 


Florida Division 
Time: May 22, 23, 24 
Place: West Palm Beach, Florida 


West Virginia Division 
Time: May 22, 23, 24 
Place: Charleston, West Virginia 


Ohio Division 
Time: May 22, 23, 24 
Place: Hotel Pick Ohio, 
Youngstown, Ohio 


New York State Division 
Time: May 22, 23, 24 
Place: Hotel Utica, Utica, New York 


California Division 
Time: May 22, 23, 24 
Place: Disneyland Hotel, Anaheim, 
California 


Minnesota Division 
Time: May 23 
Place: Hotel Kahler, Rochester, 
Minnesota 


Washington Division 
Time: May 23, 24 
Place: Monte Cristo Hotel, Everett, 
Washington 


Pennsylvania Division 
Time: June 5, 6, 7 
Place: Penn-Alto Hotel, Altoona, Pa. 


INTERNATIONAL CONVENTION 
Time: July 22-25 
Place: Hotel Americana, 
Bal Harbour, Miami Beach, Florida 


DIRECTORY ADDITIONS 


Copper Chapter 
Great Falls, Montana 


Mrs. Margaret Harlen, President 
81814 Third Avenue N 
Great Falls, Montana 


Mrs. Marge Forum, Treasurer 
1st Westside National Bank 


205 11th Street South 
Great Falls, Montana 


Mrs. Dorothy Jesson, Secretary 
1501 16th Street South 
Great Falls, Montana 


Halifax-Dartmouth Chapter 
Halifax-Dartmouth, Nova Scotia, 
Canada 


Anne Blakley, President 


R. R. 1 
Timberlea, Halifax, Nova Scotia 


Audrey Josephi, Vice President 
114 Victoria Road 
Halifax, Nova Scotia 


Mary Thompson, Recording Secretary 


Province of Nova Scotia 
P. O. Box 943 
Halifax, Nova Scotia 


Mrs. Gwen Gordon, Corresponding 
Secretary 


81 Cambridge Street 
Halifax, Nova Scotia 


Greta Granville, Treasurer 


1 Fleming Drive 
Armsdale, Nova Scotia 


Marjorie Stevens, Assistant Treasurer 


99 Allen Street 
Halifax, Nova Scotia 


Rainbow Chapter 
Summit, Illinois 


Mrs. Ethel Cutlip, President 


7707 66th Street 
Bedford Park, Ilinois 


Mickey Matias, Vice President 


7300 W. 61st Street 
Summit, Illinois 


Mrs. Irene Wesolowski, Recording 
Secretary 

5202 So. Newland Avenue 

Chicago 38, Illinois 


Eleanor Francich, Corresponding 
Secretary 

5628 74th Avenue 

Summit, Illinois 


Mrs. Kay Krunic, Treasurer 


5638 W. 64th Place 
Chicago 38, Illinois 
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Mr. Roy Type’s been getting fan mail! Not, he 
modestly hastened to assure us, for himself (person- 
able though he may be). The letters he’s been getting 
are in praise of his new Roytronic Carbon Paper. 


Here’s what people say they like about Roytronic 
e IT WON’T SLIP. Even the rapid carriage return and 
quick line spacing of electric typewriters can’t make 
Roytronic slip. With Roytronic, you can run type- 
scripts up and down to make corrections or add infor- 
mation, and all your papers will still stay in alignment. 
e IT WON’T CURL. When carbon paper curls, it slows 
down work, sometimes gets folded over and spoils 
copies. Roytronic is specially coated so it won’t curl. 
e IT WON’T SMUDGE. Roytronic doesn’t leave roller 
marks and won’t rub off on fingers. That’s why it 
gives you crisper, cleaner copies. 

e IT COMES IN A HANDY CARBON-KEEPER* BOX. 
Designed to fit neatly into the stationery slots in a desk, 
the Roytronic Carbon-Keeper Box holds a generous 
quantity, cuts down trips to the supply cabinet. 


This new kind 
of carbon paper 

won't slip— 

won't curl—won’t smudge 





Economical, too, because it lasts longer. 

Try Roytronic yourself—free. Just fill out the cou- 
pon, attach it to your company letterhead and send 
it in to Mr. Roy Type. 


ROY ® carbon papers, ribbons, quality 
TYPE supplies for all business machines 
Products of Royal McBee Corporation, 


World’s Largest Manufacturer of Typewriters. 
*Patent applied for. 


MAIL THIS COUPON WITH YOUR LETTERHEAD 


MR. ROY TYPE, c/o Royal McBee Corporation, 
Department L, Port Chester, New York 


Send me FREE samples of new ROYTRONIC Carbon Paper. 





Your Name. 





Firm Name 


Street Address 





City Zone. State 


























